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Major Gifts Assistant
People For the American Way Foundation conducts research, legal, and education work on behalf of First Amendment freedoms and democratic values; monitors, exposes, and challenges the Religious Right movement and its political allies; identifies, trains, and supports the next generation of progressive leaders through its Young People For youth leadership programs and its Young Elected Officials Network; and carries out nonpartisan voter education, registration, civic participation, and election protection activities.  

The Major Gifts Assistant will provide administrative and logistical support for development activities, including assisting with the production of major donor events and solicitation activities.  This position is located in Washington, D.C., reports to the Director of Major Gifts, and works closely with other members of the development department.

Responsibilities:

· Support the Director of Major Gifts and other staff in the timely and professional outreach and solicitation of donors.
· Perform data entry and maintenance of all donor receipts and pledges.  Update and maintain donor information in the development database and incorporate data from other sources in a timely manner.

· Track income and provide updates to appropriate staff.

· Draft acknowledgement letters for all major donor, foundation, and event contributions.  Run weekly report of new donations and pledges; and prepare letters for president’s signature.
· Manage the production of major donor mailings.
· Use online resources for donor research; create and maintain prospect files.
· Help respond to and track incoming phone calls and mail related to solicitations and major donor requests.

· Assist with coordinating logistics for staff travel, fundraising meetings, and Board-related events when needed.

· Assist with other department projects and organizational activities, as needed.
Qualifications:
· Previous administrative experience; well-organized with demonstrated ability to manage details efficiently.
· Interest in fundraising and development activities; previous related experience is desirable. 
· Ability to work effectively in a fast-paced environment with multiple priorities and frequent deadlines.
· Ability to work independently, with supervision and as part of a team.
· Discretion and mature judgment in handling sensitive and confidential information.
· Computer proficiency, including MSOffice, Outlook, and Internet tools; must have database and spreadsheet experience.
· Excellent communication skills, including strong proofreading and editing.
· Interest in progressive causes and public interest commitment desirable.

To apply, send a resume and statement of interest to:  Colleen O’Day, Director of Human Resources, People For the American Way Foundation, 2000 M Street, NW, Suite 400, Washington, DC  20036.  Email to hr@pfaw.org.
People For the American Way Foundation is an Equal Opportunity Employer
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